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Introduction 

Rewiser Educations is a service portal whose mission is to empower individuals 
to reach their full potential through accessible and innovative educational 
solutions. Rewiser Educational Services will be switching the main data 
management software from Google sheets to Microsoft Excel. Microsoft Excel is 
a spreadsheet program that enables the organization, analysis, and manipulation 
of data, much like Google sheets. However, there are some differences’ that will 
benefit our organization, such as its ability to facilitate easy sharing and heavy 
data manipulation, which will be particularly advantageous for Our data and all 


of our data analysts. 


Outline 

e Learner will gain the skill to effectively Randle, evaluate and present data 
with the help of Excel. 

e Learner will develop the skills to handte complex educational data sets, 
perform intricate calculatfens; and create meaningful visual 
representations. 

e User will be able to\seamlessly collaborate within the Microsoft Office 
suite, which will eventually enhance teamwork and productivity. 

e Learner, will° gam a deep understanding of Microsoft Excel's advanced 
functionalities and capabilities. 

e User will be able to use Macros by the virtue of which they can enhance 
theif efficiency and automate tasks, ultimately leading to long-term 


benefits. 
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Overview 
In this phase of the training, Rewiser colleagues will receive comprehensive 
guidance on various functionalities and selections that must be utilized to 


facilitate a smooth and efficient shift from one software to another. 


The training session's current phase will be divided into multiple sessions, which 


will be determined by the trainees' progress. 


In Session 1, the main focus will be on the basic principles of Excel#Participants 
will learn everything from the fundamental aspects of the interfac¢ete the various 
customization options available. The session will cover efficient navigation 
techniques, workspace personalization, and the smoothaimporting of data from 


Google Sheets. The goal is to establish a solid foundationfor future sessions. 


In Session 2, participants will focus on manspulating and visualizing data. They 
will learn about various data entry methods, advanced formulas, and functions. 
Furthermore, they will gain knowledg¢%6n, sorting, filtering, and validating data, 
as well as creating visually appealifig charts and graphs. These skills will improve 


their capacity to analyse and"present information in a more effective way. 


The final session covers advanced features, productivity tips, and collaboration 
tools within Excel,Rartitipants will gain expertise in PivotTables, conditional 
formatting, shortcuts, and troubleshooting. The session concludes with a 


summary; asSessment, and valuable resources for ongoing reference. 
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Excel Basics and Navigation (Introduction to Sorting and Filtering) 


Getting Started with Excel 


Installing and Launching Microsoft Excel: 


Microsoft Excel is available on various platforms that you are currently using 
like Windows and macOS. Here is how you can install and launch it: 


; AN 
On Windows: (\ ' 


1. As you have a Microsoft 365 subscription as part of your fork ra you 
can download Excel as part of the Microsoft Office ‘sthiter Simply, Go to 


( ~> co _/ 


the official Microsoft website and sign-in to your Microsoft account (Work 


Account). 


BE Microsoft | Microsoft 365 Products 


Leverage the cloud when you Download Office 365 


Office 365 has the tools you need to seamlessly create, collaborate, a1 


hare from all your devices. And with 


security features such as encrypted email and data loss prevention, you and your team can work safely from 
anywhere. 


— ae AaB = 


BRAND LOYALTY. 


HUBBLE 


Word 
Create and edit beautiful do 9 the go and read them 
iit tably on any device 


Vaibhav Datta | os 


Software Training Manual for Microsoft Excel 


2. Once signed in, navigate to the "Install Office" section, and select "Install" 


to download and install Excel. 


qQ 
© 
f 
EY 


My account » Office apps & devices & subscriptions 


Verify what products and licenses you have 
Subscriptions 


Security & privacy 


App permissions © (Cf View apps & devices View subscriptions 


Apps & devices 


S«* DSP 


Tools € add-ins QQ Security & privacy a App permissions 
Protect your ac 1d adjust important privacy Manage rave access to your data. You can 
settings to your pr! revoke p + you want 


Manage security & privacy Change app permissions 


3. After installation, you can find Excel in the Start femOr you can search 


for it. 


School Apps Documents Web Settings Pe D University of th. 
Best match 


Excel 
App 


Apps 
1 wwweexcel-easy.com 
This PC - Documents open 


| Excel Assgn 2 - in SEM 1 (Fall 2021) 


i | Excel Assgn 2 - in SEM1 Recent 


x les_by customer - Aug23 
Search school and web XB sales by customer - Aug 
xB sales_by item - Aug23 
QP excel - see school and web results 
4B CORELATION 
[oles XB Screenshot 2022-08-24 at 10.10.36 


MB excel -inio xB Club Fest Schedule and Requirements 


*B BUS 160— CRN #50469 - Excel Case Study #3 — 
MB excel -inio 


ME excel -inio 
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On MacOS: 


1. As you have a Microsoft 365 subscription, sign-in to your Microsoft account 


on the web browser. 


2. From the Microsoft 365 dashboard, you can choose to install Office apps, 


including Excel, for Mac. 
3. Once installed, Excel can be found in your Applications folder. 
Launching Microsoft Excel: 


Launch Excel, simply click on its icon in your applications“Menu or taskbar. 
You may need to sign in with your Microsoft account,toyactivate the software. 


Once launched, you can start creating and workiffywitl’ spreadsheets. 
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Navigating the Excel Interface 


The Excel interface is divided into several key components: 


1. Ribbon: The ribbon, which has tabs labelled "Home," "Insert," "Page 
Layout," "Formulas," and other categories, is situated at the top of the 
window. Groups of similar instructions and functions are present on each 


tab. 


x AutoSave @ Off Bookl - Excel 


File Home Insert PageLayout Formulas Data Review View Help Acrobat Power-user 


2. Tabs: The ribbon's tabs are associated with diffe 


Vg 


For instance, the "Formulas" page offers acces tofui ctions and computations, 


while the "Home" tab offers standard fo And editing capabilities. 


x AutoSave @ Off) Bookl - Excel Search 


Fie Home Insert PageLayort Formulas ata Review View Help Acrobat Power-user 
Kw 
3. Menus: Within cachetab/ 


te) 
Nyou will find menus that organize related 


commands and tools. Por  iistance, the "Font" menu under the "Home" tab 
—_ 


allows you to change\the font style, size, and formatting. 


xT AutoSave @ Off) Bookl - Excel 


File Home Insert PageLayout Formulas Data Review View Help Acrobat Power-user 


| A Cut Calibri 11 +) A A = cy ab Wrap Text General ~ 


Paste [EiCopy ~ B OT He en || ao IN =| S Be = 
~ <¥ Format Painter a 7 7 


o .00 
0 


E] Merge & Center ~ | KBr % 9 | “a 


Clipboard BS Alignment ie] Number 
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4. Workbook: The workbook is the main working area where you create and 


edit your spreadsheets. It is organized into rows (numbered) and columns 


(lettered), forming cells at their intersections. 


( 


K 
5. Formula Bar: The contents of theyactive cell are shown in the formula bar, 
vw 


ro, % 
Tm 


which is situated just beneath the Fibbon. This bar contains formulas and data 
v) 
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Customizing the Ribbon and Quick Access Toolbar: 
By making commonly used tools easily available, you can optimize your 
workflow by customizing the ribbon and Quick Access Toolbar. Customize the 


Excel interface that suits your preferences, follow these steps: 
Customizing the Ribbon: 
1. Choose "Customize the Ribbon" by doing a right click on the ribbon. 


2. You have the ability to customize the ribbon in Excel by adding of removing 
tabs and groups to suit your preferences. Remember to click "@K" to save any 


changes you make. 
Customizing the Quick Access Toolbar: 
1. Select the Quick Access Toolbar by clicking its drop-down arrow. 
2. The Excel Options dialog box opens Wher/you select "More Commands." 


3. Here, you can add, remove, and tedrder commands. When necessary, click 


"Add" or "Remove" after choosing the instructions you wish. 


4. Click "OK" to applyyour|customizations. 
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Importing Google Sheets into Excel 
By following the steps, learners will be able successfully import Google Sheets 
into Excel, ensuring that their data remains accurate and consistent during the 


transition from sheets to excel. 


1. Exporting from Google Sheets: 
o Open your Google Sheet. 
o Click on "File" in the top menu. 
o Select "Download" and choose the "Microsoft Excel" option (opanother 


compatible format like .xlsx). 
2. Importing into Excel: 


o Open Microsoft Excel. 

o Click on "File" in the ribbon. 

o Choose "Open" and locate the downloaded Google Sheets file. 

o Excel will convert and open the Google Sheets file, making it 


compatible with the software, 
Compatibility issues that/you\can face while converting the file: 
1. Formatting Differences: 


When importing from Google Sheets, user may encounter formatting 
discrepanetes. This can include differences in fonts, cell sizes, and layout. 


Address this, user can manually adjust the formatting in Excel after importing. 
2.Data Validation and Conditional Formatting: 


Some data validation rules, and conditional formatting applied in Google 
Sheets might not work the same way in Excel. Review and reconfigure these 


settings as needed. 
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3. Formulas and Functions: 


While Excel and Google Sheets share many common functions, there can be 
variations in the way specific functions work or syntax. Review the formulas 


and functions for any inconsistencies. 
4. Charts and Graphs: 


Charts created in Google Sheets may not appear the same in Excel. User might 


need to recreate or adjust them in Excel for consistent presentation: 
5. File Size: 


Be aware that Excel files can have different size limitations compared to 
Google Sheets. If they encounter issues with filesize, consider optimizing and 


compressing data. 
6. Collaboration and Sharing: 


Collaborative features between Googl@Sheets and Excel may not always align 


perfectly. Ensure that shared documents maintain compatibility for all users. 
7. Macros and Scripts: 


If your Google Sheets contain scripts or macros, these may not directly 
transfer to Excel( Jt could be necessary for users to modify or reconstruct 


scripts usim@Pxcel's VBA (Visual Basic for Applications). 
8.Compatibility Mode: 


Working in Excel's "Compatibility Mode" occasionally helps ensure that 
functionality and formatting are preserved while importing Google Sheets. 


This mode is designed to maintain compatibility with older Excel file formats. 
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Working with Workbooks and Sheets 
By following these steps, participants can effectively create, open, save, 
manage, and organize worksheets within Microsoft Excel, making it easier to 


work with multiple sets of data and information. 


Creating, Opening, and Saving Workbooks: 


1. Creating a New Workbook: A 


o To create a new workbook, open Excel. 


Good afternoon 
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o Select "New" and choose "Blank Workbook." 


Get started with Make your first 
Take a tour Formulas PivotTable 
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2. Opening an Existing Workbook: 


o Click on "File" in the ribbon. 


AutoSave Bookl - Excel 


me insert Page Layout Formulas Data Review View Help Acrobat Power-user 


ia f, Cut Calibri KA 5 ab, Wrap Text Fay EY 


ste LE Copy ~ Qs a 0 | Conditional Format as 
2 cd ¥ [| Merge & Center ~ » 
> Format Painter Formattingy Table ~ 


Clipboard Alignment 


Workbooks Folders 


Name ste modified 
Pinned 


sity of the Fran Pro files you want Lo ems find later. Cac the pin con that 


Older 


ales. by customer (1) 
Downloads 


by_customer (5) 
This PC 


ko | 


Add a Place 


Browse 


Fall 2023 


a 
2 
2 
2 
z 


ky 


yy.item (6) 


ky | i 
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o Browse your computer for the workbook you want to open and click 


"Open." 


Wrap Test 


Merge & Center ~ . ’ 


Insert Delete Format 


Cupboard ont > Alignment % Number 5 : cel 


26 

54 

65 

43 

57 

73 

a8 
outdated question 


MCQ for Unit Test 


3. Saving Workbooks: 


o Click on "File" in the rit : 


AutoSave fon @) re AP Psychology - Segregation - Last Modified: 20 July ~ 
{ File jome insert PageLayout Formulas Data Review View Help Acrobat Power-user 


es Arial k Wrap Text General f a 
ye LE Copy ~ a = 
Paste 3 [Ej sr @ fel Merge & Center > Y oo Conditional 
% > Format Painter Formatting ~ 


Clipboard Alignment 8 
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o Choose "Save" or "Save As" to save the current workbook. 


AP Psychology - Segregation - Last Modified: 20 huly 
Save a Copy 


lam TP © OneDrive - University of the Fraser Valley > Rewiser Educational 
(©) Recent 


{es - University of the Fraser... 
tbhav Datta student.uty ca 


This PC —_] 32 Light-2023090710407312-001 7-09-2023 024s 


Add a Place ~_] 32-35 IBSL AA Tests-20230703T104744Z-001 03-07-2023 1618 


7 Bs = 
wren [| 51-57 IBSL AA Assignment Video Solutions-20230707T110445Z-001 07-07-2023 1637 


| 15, Medical Imaging - Test-2023090710853002-001 (07-09-2003 1428 


If using "Save As," you can specify the file name and loeati 
\— 


> Desktop > 


Organize ¥ New folder 
Vaibhav - Univer Name Jate modified 
= Java_Workspace 6- 14:20 
Desktop BP Rocket League® 04-09 11: Internet Shortcut 
Downloads 
B Documents 


a Pictures 


File name: | AP Psychology - Segregation 


Save as type: | Excel Workbook 


| Browser View Options... 


“@ Hide Folders 
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Managing Worksheets: 
1. Adding Worksheets: 


o Add anew sheet to the workbook, right-click on an existing sheet tab at 


the bottom. 
mm 24CO 25 1.4 14 4. 
26 3.4 8.3 27 8. 
27 26 | 8.8 76 44 6. 
23 a 8.3 8.4 94 5. 
29 28 | 42 1.6 2.3 5. 
30 29 | 95 9.3 8.4 5. 
31 30 1.2 58 5.7 fy 
32 31 8.6 29 8.7 1. 
33 32 5.1 59 26 1. 
34 33 6.3 2.1 44 2. 
35 34 3.3 58 3.1 5. 


(ty Accessibility: Investigate 


o Select "Insert" and choose,efth8r "Worksheet" to add a blank sheet or 


2 
y 
R 


another option to add specific types of sheets. 


{ Pp 


20 19 15 544 93 83 5.11 
21 ae 89 96 1.2 87 29 
22 21 59 42 62 42 
23 ie GE== 87 43 37 8.5 
24 es BP DE 88 12 29 26 
Pa 14 14 42 5.10 
26 Jes EF Rename 83 27 89 74 
27 26 | Move or Copy... 76 44 6.7 7.3 
mA 27 FE View Code 84 94 58 6.2 
29 28 16 23 58 15 
30 EE Protect Sheet... 93 8.4 52 87 

31 30 Jab Color > 58 57 7.10 42 
32 aC ee 29 87 1 97 
32 a 59 26 14 77 
34 33°C 21 44 21 59 
35 34 


Select All Sheets 5.8 3.1 59 = 


Fe x Accessibility: Investigate 
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2. Deleting Worksheets: 


o Right-click on the sheet tab you want to delete. 


o Choose "Delete" to remove the sheet. 
3. Rearranging Sheets: 


o Click and drag a sheet tab to a new location within the workbook to 


rearrange sheets. 
Moving, Copying, and Renaming Sheets: 
1. Moving Sheets: 


o Right-click on the sheet tab you want to move. 
o Choose "Move or Copy." 
o In the dialog that appears, select the“location (before or after which 


sheet) and click "OK." 
2. Copying Sheets: 


o Right-click on the sheetjtab*you want to copy. 
o Choose "Move 6Copy." 


o In the dialog, select "Create a copy" and the location, then click "OK." 
3. Renaming Sheets: 


o Double-click on the sheet tab you want to rename. 


of ype the new name and press Enter. 
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Data Entry, Formulas, and Visualization (Charts and Graphs) 


Data Entry and Formatting in Excel 
By mastering data entry and basic formatting, and leveraging features like 
Autofill and Flash Fill, trainees can efficiently input and format data in Excel, 
making their spreadsheets or63ganized and visually appealing while saving 


time and effort. a * 
Entering Data and Text: 

o Click on the cell where you want to enter data or text. 

o Begin typing your data or text. C Ym 

o Press Enter to move to the cell below or use the‘artow keys to navigate. 
Editing Data: 


o Double-click on the cell to enter edit mode or select the cell and press F2. 
o Make your changes, and press Enter to confirm. 


o You can also edit data in thog es yrantila bar at the top of the Excel window. 


~ 


Basic Formatting Options? \ on 


1. Font Formattingt > 


O Select the, Cell or range you want to format. 


O Lv, options in the "Font" group on the "Home" tab to change font type, 
X 


~~» 


size hid, italics, and underline. 


Normal 


Bad Good 
Nawal (Esteuavon | ETE 
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Cell Borders: 


o Select the cell or cells where you want to add borders. 


o Use the "Borders" button in the "Font" group to choose border styles. 


7 AutoSave B 


File Home _ Insert 


)- I X Cut 
aq 


Page Layout 


Arial 

Paste [I Copy ~ 

~ — & Format P: inter 
Clipboard 


AP Psychology - Segregation - 


Formuias 


Saved > 


Data Review —-iew Help Acrobat Power-user 


== S ab, Wrap Text 


[SJ Merge & Center ~ 


Alignment 


+1 Bottom Border 
| Top Border 


FF Left Border 


All Borders 


“| Outside Borders 


EE) Thick Outside Borders 


Bottom Double Border 
: Thick Bottom Border 


Top and Bottom Border 


EI Top and Thick Bottom Border 


Top and Double Bottom Border 
Draw Borders 

E4i Draw Border 

EY Draw Border Grid 

© Erase Border 

@ Line Color > 


Line Style > 


EH More Borders... 


2. Cell Fill Colors: 


X¥ AutoSave GED) (3 


File Home insert 
D = “1X Cut 
fe e 
Paste LE) Copy = 
~ — & Format Pair .er 


Page Layout Fe 


Arial 


Clipboard 


AP Psychology - Segregation - 


Saved + 


Data Review View ‘Help Acrobat Power-user 


2D, Wrap Text 
[S| Merge & Center ~ 


= 


EES SEE EEE 
More Colors... 


% 


9 0 0 Conditional Format as IF 
Formattingy Table ~ 


=] Number 


Number 
E-~ % 9 


Number 


Conditional Format as 
Formatting~ Table ~ 
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3. Number Formatting: 
o Select the cell or range of cells. 
o Use the "Number" group on the "Home" tab to format numbers, such as 


currency, date, or percentage. 


AutoSave @) F3 AP Psychology - Segregation - Saved ~ 


File Home Insert PageLayout Formulas Data Review View Help Acrobat "uwer-user 


i) 


Cut 


ita x Ray at ela a | = 2 2b, Wrap Text ——— sea | ; Yi) Normal Bad 


paste [E\Copy ~ 


i Y. A~|= E] Merge & Center ~ | QUERIES wel eu Calculation 
= Format Painter No specific format Bttin ~ Table~ 


Clipboard Alignment Bi 
Number 


1.40 
Currency 


71.40 


—! 
140 


Short Date 
01-01-1900 


Long Date 
01 January 1900 


© ox 
09:36:00 


O/ Percentage 
%o 140,00% 


‘l Fraction 
Yo 12/5 


2 Scientific 
1 0 1.40E+00 


Text 


ad 4 


More Number Formats... 
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Autofill and Flash Fill: 


1. Autofill: 
o Enter a value or pattern in a cell. 
o Position your cursor over the small square at the bottom right of the cell 


(the fill handle). 


5 7.80 


o Drag the fill handle to fill adjacent cells with a series or pattern (e.g., 


numbers, dates, or formulas) , 
2. Flash Fill: Toms 
o Start typing a pattern ina column adjacent to your data. 
o Press "Ctrl + EZ or Bat the "Data" tab and select "Flash Fill." 
o Excel wuill, alitofhatically recognize the pattern and apply it to the entire 


colufat\ Y 


ome, 
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Using Cell Styles and Themes: 


1. Applying Cell Styles: 

o Select the cell or cells you want to format. 

o Inthe "Styles" group on the "Home" tab, click on the "Cell Styles" button. 
o Choose from built-in styles like "Good," "Bad," or "Data and Model" to 


format cells quickly. 


Titles and Headings 

Headin... Heading2 Heading3 Headings ~— itl Total 
Themed Cell Styles 

20% -Acce.. 20%-Acce.. 20%-Acce.. 20%-Acce.. 20%-Acce.. 20% - Ace. 

40% - a — Acce.. 40%-Acce.. 40%-Acce.. 40%-Acce.. 40% -Acce... 

a CC 


Number Format 


Comma Comma (0] Currency Currency [0] Percent 


BB New Cell Style 
(BD Merge Styles. 


uv 
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2. Applying Themes: 
o Apply a theme to your entire workbook, go to the "Page Layout" tab. 
o Click on the "Themes" button and select from the available themes. This 


will change the color scheme and fonts used in the entire workbook. 


AutoSave ([ —_ AP Psychology - Segregation - Saved + 


File Home Insert PageLayout Formulas Data Review View Help Acrobat Power-user 


S Py Lo BS Width: [Automatic ~| | Gridlines | Headin = eo 
s mia gs N iC DN 
~b aR aS SB HO eee all oe |G 2) 4 iy [el] “A 
Automatic ~ 
Margins Orientation Size Print Breaks Background Print | +-U Height |Automatic ey Wan Bring Send Selection Align 
M2 ~ Areay Titles | EX|Scale: [100% 7 Print Print | Forwardy Backwardy Pane 
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~Use data validation to ensure data accuracy and consistency. 
o Avoid entering the same data in multiple places; consider linking or 


referencing cells. 
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Formulas and Functions in Excel 

Formulas in Excel are used to conduct calculations, manipulate data, and 
streamline tasks in a spreadsheet. These formulas are crucial for transforming 
static data into interactive, adaptable, and practical information. They serve 


various purposes, such as performing calculations and automating processes. 


o Mathematical Calculations: Adding, subtracting, multiplying, and 


dividing numbers. ” ) 
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o Statistical Analysis: Calculating averages, medians, and _ standard 


deviations. 
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o Logical Operations: Maite ecisions based on conditions (e.g., IF 


statements). 
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o Text Manipulation: Combining, splitting, or modifying text. 
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Basic Excel Functions: 
Here are some fundamental Excel functions: 


1. SUM: Adds up all the numbers in a range. 
o Example: =SUM (B3:B8) adds the numbers in cells B3 to B8. 


=SUM(B3:B8 


| 


| 
we 


[=suaesq 


SUM(numbert, [number2], ... 


VS? ».60 
l £4 | 


2. AVERAGE: Calculates the ~ of a range of numbers. 


o Example: =AVERAGE Re 


) computes the average of numbers in 


=Average(B9:B13 


D | £ 


AVERAGE(numbert, [number2], ...) 
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3. MAX: Finds the maximum value in a range. 


o Example: =MAX (B3:B23) identifies the largest number in cells B3 to 
B23. 


[-=MaxB3 B23| 


MAX(number1, [number2], ...) 


4. Mi ae minimum value in a range. 


fo) iy ‘=MIN (D1:D5) * identifies the smallest number in cells D1 to 


a 


These functions are building blocks for more complex calculations. 
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Referencing Cells and Ranges (Can be discussed during the training): 


o Cell References: Cell references are used to specify which cell or range a 
formula should operate on. They are represented by the column letter and 
row number (e.g., Al). In a formula, user can reference a specific cell by 
typing its address (e.g., “=A1°) or by clicking on it. 

o Relative References: By default, cell references are relative. If user_copies 
a formula to a different cell, it adjusts its references relative t6 the new 
location. For example, if you copy ‘=A1° to the cell below, it becomes 
‘=A2°, 

o Absolute References: Prevent a reference from changinf-when copying a 
formula, user can make it absolute by adding a dollar sign ($°). For 


example, ‘$A$1° remains fixed, even whenyou_copy the formula. 


Best practice: Use relative references forjformulas that will be copied to other 


cells and absolute references for constants that-should never change. 
Using Formula Auditing Tools: 


Formula auditing tools help Users understand, debug, and trace the flow of 


formulas in their spreadsheets Some tools include: 


o Trace Precedénts: Shows which cells are referenced in a formula. This is 
useful to tnderstand the data sources for a specific calculation. 

o Traee Dependents: Displays all the cells that depend on the value of the 
selected cell. It helps track which cells are affected by a change in a 
particular cell. 

o Evaluate Formula: Allows you to step through a formula's calculations to 
understand how the result is derived. 

o Error Checking: Identifies and helps resolve errors in formulas, such as 


#DIV/0! or #N/A. 
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Sorting and Filtering Data in Excel 
By understanding how to sort and filter data in Excel, trainees can efficiently 
organize and analyse their data, making it easier to identify trends, patterns, and 


extract the information they need for decision-making and reporting. 


Sorting Data: 
1. Single-Level Sorting (Ascending/Descending): A a \ 
o Select the range of data you want to sort. ~ \ ) 
ya 
o Click on the "Data" tab in the ribbon. an VW 


} 
o Use the "Sort A to Z" button to sort in ascending order @ “Sort Z to A" for 


— 


descending order. 
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2. Multi-Level Sorting (For complex data sets, you can sort by multiple 
criteria): 

o Select the range of data. 

o Click on the "Data" tab in the ribbon. 

o Choose "Sort" and then "Custom Sort." 


o Inthe Sort dialog, add sort levels and specify sorting options for each level. 


x 
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1. Filtering Dag 
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o Use the "Filter" button to add filter arrows to the column headers. 
fa cy BS Fee ee EE: ls [Gl Queries & Connections re on Al SZ | ¥ 


Get From From From Table/ Recent Existing Refresh E] Sort Filter | | 


sf Zz 
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2. Filtering by Criteria: Q Y 


o Choose from filter criteria, such as text filters, number filters, date filters, 
or custom filters. 


o Define the criteria to filter your oy 
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3. Advanced Filtering: 


o You can use advanced filter options to apply complex criteria and extract 
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specific data. This featureaHows for mor€é precise data analysis. 


Data Validation and Drop-down Lists lve 
Creating Data Validation Rules: «> 
1. Select the Cells: XS 
o Choose the cells wh¢ re SO nt to apply data validation rules. 
2. Data Validation Dial Ie: 


Vaibhav Datta | 35 


Software Training Manual for Microsoft Excel 


3. Set Validation Criteria: 

o In the Data Validation dialog, go to the "Settings" tab. 

o Choose the type of data validation you want (e.g., whole numbers, 
decimals, dates). 

o Define the validation criteria, such as minimum and maximum values or 


specific date ranges. 
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2. Data Vali fation Dialog: 
O Cliek [ Nene "Data" tab in the ribbon. 
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Ansys Data Validation Settings: 


o In the Data Validation dialog, go to the "Settings" tab. 
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File Home Insert PageLayout Formulas Data Review View Help Acrobat Power-user 
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4. Allow: 
o Choose "List" from the "Allow" drop-do y 


5. Source: 


o In the "Source" field, enter the list ofitems for your drop-down. You can 
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Charts and Graphs in Excel 
Creating Charts: 


1. Select Data for the Chart: 
o Highlight the data you want to include in the chart, including column or 
row headers for labels. 


2. Insert a Chart: 


o Click on the "Insert" tab in the ribbon. \ 
o Choose the type of chart you want, such as bar, line, siege ou yt. plot, 
, \ 
from the "Charts" group. ( ®, 


o The chart will appear on the worksheet. 
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o Excel will automatically generate a default chart based on your data. 


o You can adjust the chart type, style, and layout using the "Chart Elements" 
and "Chart Styles" buttons. 
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4. Move and Resize the Chart: ay 


o Click on the chart to select it. Q 
o Use the handles to resize the chart ING, it to the desired location within 


the worksheet. 


Customizing Charts: 


1. Adding Chart Titles 

o Click on the chart to sé@léct it. 

o Use the "Cha oa en button to add or edit titles, data labels, and axis 
labels. oy 
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File Home Insert PageLayout Formulas Data Review View Help Acrobat Power-user 


=3 Fy {| Ee 
= = & lor =o 

py 1 A Seep eto eco bate 

= Column Data | Chart Type | Chart 


I! 5 Ce faratagn 
Add Chart] Quick | Change Ud 
Element »|Lavout» | Colors ~ =— 


Axes Data Type Location 
Axis Titles 
Chart Title 


i Data Labels 


a 74.0| 73.0 
74.0; 625 
ihe 67.5|___85.0 
677| 86.4 
71.0] 68.0 


More Title Options... 
— — — 71.0 70.0 


3.0 95.0 92.2 68.5 70.0 


3.0 66.0 73.0 69.0 70.0 ° re) 
+ 
ae Chart Title 
38 55 23 45 78 [00 o| 
| 400.0 o ° 
65 a2 23 88 77 350.0 o ‘< Y 
52 62 46 79 55 anebne - 
31 22 46 89 36 | 250.0 o - ° 
200.0 o as || J | i * 
O 150.0 © | @ xe) 
[EEE EEE 
50.0 0 q g 
00 a 
Sf £ SF CS CSF VW Se SS SC SP 
° - & & & & & & “ & oe a sf — 
mSeriesl mSeries2 mSeries3 mSeries4 m Series5 


° -O— O 


2. Changing Chart Colors and Styles: oS 


o Select the chart and use the "Chart We 


tton to choose from various 
color schemes and styles. 


o You can also manually chang by right-clicking chart elements and 


selecting "Format." ae 
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3. Adjusting Chart Axes and Gridlines: 

o Click on the chart to select it. 

o Use the "Chart Elements" button to add or format chart elements like axis 
titles and gridlines. 

4. Customizing Data Series: 

o Click on a data series within the chart to select it. 

o Right-click and choose "Format Data Series" to make changesf#such\as 


adjusting the line style or marker options. 


Users can learn a lot more in detail on how to create charts and other form of data 
representations if they find any difficulty from a YouTube, video created by 
Vaibhav Datta. 


Vaibhav Datta. (2023, November 19). How to Visually represent data in Microsoft 
Excel [Video]. YouTube. https://www. youtube ¢m/watch?v=bzE8yFI4H4w 
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Inserting Sparklines 
1. Select the Range for Sparklines: 
o Choose the cells where you want to insert sparklines. These cells should be 
in a single column or row. 
2. Insert Sparklines: 
o Go to the "Insert" tab in the ribbon. 


o Click on "Line," "Column," or "Win/Loss" to insert sparklines. 
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3. Customize Sparklines: 
o Once sparklines are inserted, you can customize them by selecting a cell 
with a sparkline and using the "Design" tab in the ribbon. Here, you can 


choose line colors, axis options, and more. 
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Advanced Excel Features and Collaboration (PivotTables, 
Conditional Formatting) 

PivotTables and Pivot Charts in Excel 

A PivotTable is a vital tool within Excel, designed to efficiently summarize and 
analyse extensive data sets. It boasts the capability to dynamically restructure and 
aggregate data, making it a powerful resource for extracting valuable insights and 
patterns. PivotTables play a crucial role in simplifying complex data’ analysis 
endeavours, offering an interactive and adaptable means of organizing, filtering, 
and visualizing data. With this tool's assistance, one can effortlessly convert a vast 
dataset into a manageable, meaningful report, streamlining thesprocess with just 


a few clicks. 
Creating PivotTables: 


1. Select Data Source: 
o Start with a dataset that has headers, ensuring that each column has a clear 
label. 


o Select any cell within your/dataset. 


D 
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2. Creating a PivotTable: 
o Goto the "Insert" tab in the ribbon. 


o Click on "PivotTable" and confirm the data range to be used. 
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PivotTable Filters and Slicers: 
Using Filters: 


o To filter data within a PivotTable, drag a field into the "Filters" area. 
o Click the filter drop-down in the PivotTable, and you can filter the data 
based on the selected field. 


Using Slicers: 


o Slicers provide a way to filter data in a PivotTable. 


wed ab and click "Slicer." 
®7 AutoSave GD) 
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o Choose the field(s) you want to use as a slicer, and a separate window with 
filter buttons will appear. 


o Use slicers to filter data by simply clicking the buttons. 


. ime 


" Scien 
2 
= 
55 
56 
2 
64s 
66. 
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Conditional Formatting in Excel 

By understanding how to apply both standard and custom conditional formatting 
rules, trainees can enhance the visual representation of their data in Excel. This 
feature helps identify patterns, trends, and anomalies, making data analysis more 


effective and visually appealing. 
Applying Conditional Formatting Rules: 


1. Select the Range: A \ 
( 
o Choose the range of cells in which you want to 208 cofditional 


formatting. ; 
2. Apply Conditional Formatting: an’ ‘YS 
(\ 
o Go to the "Home" tab in the ribbon. Av Ve 
) 


o Click on the "Conditional romans buftohy 
o Select a rule from the dropdown, ( Com ~~ "Highlight Cells Rules" or 
? 


"Top/Bottom Rules." _ 


o Define the rule criteria, like cet 


on @) 
Da 
d ie ; 
i} ap Nosmal 
= EE Cop 
=, Highlight Cells Rules > 
>) 5] Lop/Bottom Rules > 
fas > 
i= Color Scales > 
F=H Icon Sets > 
New Rule... 
A B@ Clear Rules x 
Fl Manage Rules... 
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3. Choose Formatting Options: 
o After defining the rule, choose the formatting options for cells that meet 


the criteria. This may include font color, cell fill color, and other formatting 


unde 


style S. XY J 


Custom Conditional Forma 


7 


1. Create a Custom Ru er 


o Inthe "Condi Formatting" dropdown, choose "New Rule." 


#7 AutoSave @) G3 AP Psychology - Segregation - Saved ~ 


File Home insert PageLayout Formulas Data Review View Help Acrobat Power-user 


Me. = x = 5 P 
? i cu Garamond . == ane 2b, Wrap Text y . faq 
pate LECopy ~ 
este aaa By FU ~ ~|2~ A~ | = = =|= = | Bi Mewge&Center ~ 
» Format Painter 


Conditional | Format as [i 
Formatting») Table 


Clipboard Ss 5] Alignment 


= Highlight Cells Rules > 


Top/Bottom Rules 


FE Data Bars > 
i= Color Scales > 
> 
FH New Rule... 
> 


BB Clear Rules 
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o Inthe "New Formatting Rule" dialog, select "Use a formula to determine 
which cells to format." 

2. Define a Formula: 

o Inthe formula bar, enter a formula that defines the custom condition. For 
example, to format cells where values are above a specific threshold, you 


can use a formula like *=A1>100°. 


3. Choose Formattin ‘Sty Sy 


o After defining the forntitla, click on the "Format" button. 


atting options, such as font style, fill color, or borders, for 


cells thats neet the custom condition. 
pane 
4. Multiple Custom Rules: 
of Youyean create multiple custom rules for the same range, allowing you to 


di 


“Seehighlight various data patterns or conditions. 
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Data Collaboration in Excel 
Through the use of these collaborative tools, users can efficiently collaborate on 
Excel documents, ensure the preservation of document accuracy, and simplify the 


process of providing feedback and making revisions. 
Sharing and Collaboration in Excel: 


1. Share via Email or Cloud Services: 


O 


Save your Excel file, and then click on the "File" tab. 


o Choose "Share," and you can send a link via email & shate’ through 


} 


O 


Set the permissions for sharing, such as viewer edit access. 


y | om, ) 
2.\ Real-Time Collaboration: 
“© When you share a document for collaboration, multiple users can 


work on it simultaneously. 
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o Changes made by collaborators are automatically saved, and you can 


see their edits in real-time. 


Kanwalpreet Dhillon is here x 


Kanwalpreet.Ohillon has this workbook open. 


6? 
Q 
Tracking Changes: ay 


o Click on the "Review" tab in the ri : 


Tracking Changes and Comments: 


o Enable "Track Changes" to, starf\monitoring changes made by 
collaborators. You can choad 


hat changes to track, such as 
insertions or deletions. «Oy 

o Changes made by oni are highlighted, and you can review and 
accept or rej 


J eh 2 roctciny serene x 
€>7c¢ 


pteqQB4Qtanyp2XTMi4KEs89imcQtemail=Kanwalpreet. Ohillons40student.utv.cadie=4%3AT4GmT6éufromShare=ti 
P Search for tools, help, and more (Alt + Q) 

pomate Help @ | comment each up || 2 tating » 
) Version History es ¥ ae 


= MCQ Sheett + 
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Version History: 


1. Accessing Version History: 
o Click on the "File" tab and select "Info." 
o Inthe right-hand pane, you will see a "Version History" option. Click on it 


to view a list of saved versions. 


Info 


2. Restoring Previous Ve sion : 


o In the version history, you can select a specific version to preview or 


restore. You 
Tl " 


O cen to revert to the selected version if needed. 


Ar 
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Benefits of Collaboration Features (Can be discussed): 


o Sharing and collaboration options in Excel make it easy to work on 
spreadsheets with others, whether you are co-authoring documents or 
collecting feedback. 

o Tracking changes and comments help maintain an organized discussion 
and track the evolution of the document. 

o Version history ensures users can access and restore previous states, of the 


document, preventing accidental data loss or unwanted changes. 
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Printing and Page Layout in Excel 
You can format and print your Excel spreadsheets effectively by becoming 
skilled in page setup, printing options, and printing multiple sheets or the 


entire workbook. 
Page Setup and Printing Options: 
1. Customizing Page Layout: 
o Click on the "Page Layout" tab in the ribbon. 


o Adjust page margins, size, and orientation using the "Margins," 


"Size," and "Orientation" options. 
2. Setting Print Area: 
o Select the range you want to,print. 


o Go to the "Page Layout" tab arid click "Print Area" > "Set Print 
Area." 


o Only the selectedjarea will be printed. 
3. Page Break Preview: 
o Access*Page Break Preview under the "View" tab. 


o Adjust and move page breaks to control how your data is divided 


across pages. 
4. ‘Print Titles: 
o Under the "Page Layout" tab, select "Print Titles." 


o Specify rows and columns to repeat at the top and left of each 


printed page. 


5. Print Gridlines and Headings: 
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o Enable these options under the "Page Layout" tab to include 
gridlines and row/column headings in your printout. 
Printing Multiple Sheets: 
1. Select Sheets to Print: 


o Hold down Ctrl and click on the sheet tabs you want to print. 
Alternatively, select the first sheet, hold Shift, and click of\the last 


sheet to select a range of sheets. 
2. Print Options: 
o Click on the "File" tab, then select "Print." 


o Inthe "Settings" section, choose the sheetS\you want to print (Active 


Sheet, Entire Workbook, Selected Sheets). 


o Adjust other print settings as needéd, such as the number of copies, 


page order, and printer selection. 
3. Print Preview: 


o Before finalizing the print, review the print preview to ensure the 


layout is.as expected. 
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Troubleshooting and Error Handling 


a. Common Issues and Solutions: 
1. Formula Errors: 


e Problem: Formula errors such as #VALUE! #DIV/0!, or #N/A! can 


occur. 


¢ Solution: Check your formulas for incorrect references @r \divide- 


by-zero errors and ensure that data types of matches. 
2. Data Validation Errors: 
¢ Problem: Data validation rules may prevent data entry. 


¢ Solution: Review and adjust data validation rules to match your data 


or relax rules as needed. 
3. Formatting Inconsistencies: 


¢ Problem: Inconsistent fermatting can affect the appearance of your 


spreadsheet. 


¢ Solution: Use\format painter or custom formatting to ensure 


uniformity. 
4. PrintingProblems: 
-“\Problem: Printing issues may arise, such as incomplete printouts. 


¢ Solution: Check page setup, print area, and print settings for 


consistency. 
b. Using the Excel Help System: 
1. Accessing Excel Help: 


e Press F1 or click on the question mark icon in the top right corner of 


Excel to access the Help system. 
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2. Search for Solutions: 


¢ Type in keywords related to your issue in the search bar within Excel 


Help. 


¢ Review the provided articles and solutions to find answers to your 


questions. 
3. Contextual Help: 


e When you are working with a specific feature or function, lick on 
the "Tell me what you want to do" box at the top of the nbbon. Excel 


will provide relevant help topics and options! 


& 


. Online Resources: 


« Excel's Help system often linkso Mictfosoft's online resources and 


community forums where youcan_ find additional support. 
5. Error Message Lookup: 


- If you encounter af\erttor message, the Help system can often 


provide inforfaation about the error and potential solutions. 
6. #REF! Error: 


e Problen: This error occurs when a cell reference is not valid, often 


due to deleted or moved cells. 


-)* Solution: Review the formulas in the affected cells and correct any 
invalid references. Be cautious when deleting or rearranging data to 


avoid breaking existing references. 
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7. #4#NUM! Error: 


¢ Problem: This error is typically related to mathematical operations 
and may occur when dividing by zero, using functions with invalid 


arguments, or exceeding the calculation limits. 


¢ Solution: Check your formulas for division by zero and validate the 
arguments of mathematical functions. Ensure that your calculations 


are within Excel's computational capabilities. 
8. #NAME? Error: 


¢ Problem: This error occurs when Excel (do@s“not recognize a 


function or text within a formula. 


¢ Solution: Verify that the function or texts spelled correctly and use 
the correct syntax for functions.“Aso, ensure that the function is 


available in your Excel version: 
9. Circular Reference Error: 


e Problem: A gircularteference occurs when a formula refers to its 


own cell or,indifectly creates a loop of references. 


¢ SolutionsJdentify and correct the circular reference. You can use the 
"Formtla Auditing" tools in Excel to trace and resolve circular 


references. 
10\Data Entry Errors: 


¢ Problem: Users may make mistakes when entering data, such as 


typos, incorrect values, or data in the wrong format. 


¢ Solution: Double-check data entries for accuracy. Utilize data 
validation to restrict input to specific formats or values. Consider 


using data cleaning and validation tools. 
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11.Graphical Chart Errors: 


¢ Problem: Charts may not display correctly, labels might overlap, or 


the data series may not be represented as intended. 


¢ Solution: Adjust the chart settings, resize elements, and reformat 


labels. Ensure that your data is structured correctly for charting. 
12.Compatibility Issues: 


¢ Problem: Excel files created in newer versions gnay |not open 


properly in older versions of Excel. 


¢ Solution: Save your Excel files in a compatible format for the 
intended recipients. Also, consider usin@Exc¢el Online or Excel 365 


for cross-version compatibility. 
13. File Corruption: 


¢ Problem: Excel files canéb@eome corrupt, leading to data loss and 


errors. 


¢ Solution: Créate regular backups, use Excel's auto-recovery feature, 
and employ file repair tools to attempt to recover data from 


corrupted, files. 
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Additional Resources/References 
Learners will be able to use additional resources which can help them to learn 
better, and trouble shoot any problem or issue that they may face during the usage 


of the software. Below mentioned are some of the resources which you can refer. 


1. Basic tasks in Excel - Microsoft Support. (n.d.). 


https://support.microsoft.com/en-us/office/basic-tasks-in-excel-dc77Sdd1 - 


faS2-430f-9c3c-d998d1735fca 


2. Excel help & learning. (n.d.). ¢ oy 


https://support.microsoft.com/en-us/excel | 
3. Excel Templates — User Manual | Simplified Loader. (n.d.). i) 
lates 


https://simplifiedloader.com/Resources/Excel Ti User Manual 


4. TeachUcomp, Inc. (2022, April 25). Microsoft Excel Yay - TeachUComp, Inc. 


https://www.teachucomp.com/instructi aM ualaladtecsentt 
office/microsoft-excel-manual/ \? 


5. Vaibhav Datta. (2023, November RO to Visually represent data in Microsoft 
Excel [Video]. YouTube. XS 
https://www.youtub Kon atch?v=bzE8yFI4H4w 


6. WikiHow. (2022, Qeieber 29). How to use Microsoft Excel: Complete Beginner’s 
guide 40+ tips. iHow. 


https: Wikihow.com/Use-Excel 
e 


Also, ty contact us on our email address helpdesk@precision.com or call 
IF ree number +1800-654-543 for any guidance or any sort of help. 


uscat ho 
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Key Performance Indicators from the training session: 


e Data Migration 


Ensure that trainees learned how to transfer their existing Google Sheets 


documents to Excel format which will ensure data consistency. 
e Customization 


Ensure that users are able to tailor Excel to workflow by creating templates and 


automating repetitive tasks using Macros. 
e Data Security 


Ensure that trainees are able to address data security am@\priwacy considerations, 


while becoming familiar with Excel's security features: 
e Basic Understanding of Application 


Evaluate whether the users are able to reinforee learning through hands-on 


practice, enabling them to confidently apply learned Excel skills. 
e Feedback 


After the session, analyzatiomof the feedback of users will help the organisation 


to successfully incorporate the software for their day-to-day tasks. 
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Assessment 


Final Assessment and Certification: 
Certification Quiz or Exercise: 


1. Assessment of Proficiency: The final step of the training program includes 
a certification quiz or exercise. This assessment is designed to evaluate 
learner’s proficiency in using Excel, applying the knowledge and skulls 


they have acquired. Assessment 


2. Successful Completion: Upon successfully completing the certification 
quiz or exercise, participants may receive a certificatrenor recognition of 
their newly acquired Excel skills. This certification sefves as validation of 
their Excel proficiency and can be a valuable‘addition to their professional 


qualifications. Certification 


The certification quiz or exercise ensures“that participants not only learn the 
material but also have the opportunity (to’ demonstrate their Excel proficiency, 


ultimately validating their skills wa, atangible way. 
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Summary 

The trainees at Rewiser Educational Services, transitioning from Google Sheets 
to Microsoft Excel, have completed a comprehensive training session covering 
various aspects of Excel. They now possess a solid foundation in Excel's user 
interface and have gained insights into the key distinctions between Excel and 
Google Sheets. The training equipped them with skills in creating, formatting, 
and navigating Excel workbooks, including importing Google Sheéts, while 
addressing compatibility issues. Participants also mastered data entry, formatting 


techniques, and the use of tools like Autofill and Flash Fill. 


Furthermore, the training delved into advanced Excel features, such as building 
formulas, managing cell references, and employingsfunctions like VLOOKUP, 
HLOOKUP, INDEX, MATCH, and array formulas’ The trainees acquired 
proficiency in sorting and filtering data, ‘maimtdining data integrity through 
validation and drop-down lists, and visualizing data with charts and graphs. 
Additionally, they explored collaborative’ features for teamwork, printing and 
page layout options, and data import/export methods. The training concluded 
with troubleshooting skills for ¢omMmon Excel issues and effective utilization of 
the Excel Help System4Overall, the trainees are now well-prepared to leverage 


Excel's capabilities for enhanced productivity and data management. 


Vaibhav Datta | 64 


Software Training Manual for Microsoft Excel 


INDEX 


A 
o Advanced Excel Features and Collaboration (PivotTables, Conditional 
Formatting) 44 
o Autofill and Flash Fill: 25 
B 
o Basic Formatting Options: 20 
o Benefits of Collaboration Features 54 


o Best Practices for Data Entry (Can be discussed during/the session): 25 


C 

o Charts and Graphs in Excel 38 

o Compatibility issues that you can face while,conyerting the file 11 

o Conditional Formatting in Excel 48 

o Customizing the Ribbon and Quick Access Toolbar: 10 
D 

o Data Entry and Formatting in’ Bxc¢él 20 

o Data Validation and Dropsdewn Lists in Excel 30 
F 

o Filtering Data: 33 

o Formulas and“Kunctions in Excel 26 
I 

o Impérting Google Sheets into Excel 11 

o4 Inserting Sparklines 42 

o \Installing and Launching Microsoft Excel: 5 
L 

o Launching Microsoft Excel: 7 
M 

o Moving, Copying, and Renaming Sheets: 19 
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N 

o Navigating the Excel Interface 8 
P 

o Printing and Page Layout in Excel a5 
R 


o Referencing Cells and Ranges (Can be discussed during the training); 31 


S 
o Sorting and Filtering Data in Excel 32 
T 
o Tracking Changes and Comments 52 
o Troubleshooting and Error Handling >] 
U 
o Using Cell Styles and Themes: 24 
o Using Data Validation for Drop-down Lists: 36 
o Using Formula Auditing Tools: 31 
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Appendix 


Excel Shortcuts and Productivity Tips: 
Excel offers excess of keyboard shortcuts and productivity tips to streamline the 
workflow and boost efficiency. Here are some key shortcuts and tips for common 


tasks that can be discussed during the training: 
1. Navigation Shortcuts: 
o Move between worksheets: Ctrl + Page Up and Ctrh+ Page Down. 
o Jump to the beginning or end of a data range: CtrlAtfrow Keys. 
o Navigate to the last cell in a worksheet: Gtrl End. 


o Move between Excel workbooks: G@trk+)Tab and Ctrl + Shift + 
Tab. 


2. Copying and Pasting: 

o Copy selected cells: @trht C. 

o Cut selected céellsNCtrl + X. 

o Paste copied/cut’cells: Ctrl + V. 

o Paste special (values, formats, etc.): Ctrl + Alt + V. 
3. AutoFill: 


o” Fill data down or to the right: Select a cell, position your cursor on 


the fill handle (bottom-right corner), and drag. 


o AutoFill with a series (e.g., dates, numbers): Ctrl + Click and drag 
the fill handle. 
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4. Format Painter: 


o Copy formatting from one cell to another: Select the source cell and 
press Ctrl + Shift + C, then select the target cell and press Ctrl + 
Shift + V. 


5. Formula Shortcuts: 

o Start a formula: Equals sign (=). 

o AutoSum: Alt + =. 

o Insert a function: Shift + F3. 

o Enter a new line within a cell: Alt + Enter. 
6. Workbook Management: 

o Create a new workbook: Ctrli+ N 

o Save a workbook: Ctrl + Sy 

o Open an existing workbook: Ctrl + O. 

o Close a workbook or Excel: Ctrl + W and Ctrl + F4, respectively. 
7. Quick AnalysiscIool: 


o S@leCha*fange and press Ctrl + Q to open the Quick Analysis Tool, 


offering quick formatting, chart creation, and more. 
8.\ Undo and Redo: 
o Undo your last action: Ctrl + Z. 


o Redo an action you have undone: Ctrl + Y. 
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9. Find and Replace: 

o Find: Ctrl + F. 

o Find and replace: Ctrl + H. 
10.Freeze Panes: 


o Freeze the top row: Select the row below the one you want to_freeze, 
go to the "View" tab, and choose "Freeze Panes" > "Ffeeze Top 


" 


Row. 
11.Custom Views: 


o Create and manage custom views for different-data presentations: 


Go to the "View" tab and select "Custom Views." 


Transition Tips and Best Practices 

Users can confidently and efficiently navigate the transition from Google Sheets 
to Excel by implementing these tips jand directly addressing common challenges. 
While there may be some adjustments required, the enhanced functionality and 
seamless integration with Mierosoft Office products make it a worthwhile 


investment for improving usefs' spreadsheet skills. 
Tips for a Smooth‘Transition: 


1. Familiarizé Yourself: Users can ease into Excel by spending some time 
getting acquainted with its interface and features. The more you 


understand, the easier the transition. 


2. Online Tutorials: Users will find practical guidance in online tutorials, 
courses, and documentation to learn Excel. There are plenty of resources 


available. 


3. Keyboard Shortcuts: Learning common Excel keyboard shortcuts will 


empower users to significantly enhance their efficiency. 
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4. Practice: Users will benefit from creating sample spreadsheets in Excel to 
practice and apply what they have learned. Hands-on experience is 


invaluable. 


5. Compatibility Mode: If users encounter formatting issues when importing 
Google Sheets, working in "Compatibility Mode" in Excel can help 


maintain formatting consistency. 


Common Google Sheets to Excel Challenges and Solutions: 
1. Formula Compatibility: Some formulas may work differently/in Excel. 


Users should review and adapt their formulas as neededy 


2. Sheets and Workbooks: In Google Sheets, usérs\havé "Sheets" within a 
"Document," while Excel uses "Worksheets") within a "Workbook." 


Understanding the terminology will help avoid confusion. 


3. Collaboration: If collaboration is a pMority, users can consider using Excel 
Online or Microsoft 365 fongealztime collaboration, similar to Google 


Sheets. 


4. Data Import: When importing Google Sheets into Excel, users should 


ensure compatibility by exporting Google Sheets to .xlsx format first. 


5. Conditienal Kormatting: Users may need to adjust conditional formatting 


rules‘ut Excel to match their Google Sheets settings. 


64 Learning Curve: Users will need to be patient and allow for a learning 
curve. Transitioning between software often requires some adjustment 


time. 


7. Data Validation: Users should reconfigure data validation rules in Excel 


to match their Google Sheets setup. 


8. Charts and Graphs: Some charts created in Google Sheets may require 


adjustments in Excel. 
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Assessment 


Total: 50 Points 


* Required 


1. What is the purpose of the "VLOOKUP” function in Microsoft 
Excel? * (5 Points) 


@) Count the number of cells in a range 
@ Sum a range of cells 
@) Look up a value in a table based on a unique identifier 


‘.) Sort data in ascending order 
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2. Which ribbon in Excel contains options for formatting cells, text, 
and numbers? * (5 Points) 


O Home 
O Insert 
O Page Layout 


O Data 


3. How can you freeze the top row and first column in Excel to keep 
them visible while scrolling? * (5 Points) 


O Freeze Panes 


OC Split Cells 
O Lock Cells 


@) Hide Rows 


4. What does the function "COUNTIF" do in Excel? * (5 Points) 


@) Adds up a range of cells 
CO Counts the number of cells that meet a specific condition 
@) Multiplies a range of cells 


@ Finds the average of a range of cells 
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5. In Excel, what does the "Merge & Center" feature do? * (5 Points) 


Cc Combine multiple workbooks into one 
@) Merge and center the content of selected cells 
@ Create a duplicate of a worksheet 


O Change the font style of selected cells 


6. Which chart type is suitable for comparing values across 
categories and displaying trends over time? * (5 Points) 


C) Pie Chart 


O Bar Chart 
@ Line Chart 


O Scatter Plot 


7. What is the purpose of the "PivotTable" feature in Excel? * 
(5 Points) 


@ Create a summary report from a table of data 
CO Insert a new worksheet 
O Calculate the average of a range of cells 


Add a new column to a worksheet 
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8. How can you protect a worksheet in Excel to prevent others from 
making changes? * (5 Points) 


.: Hide the worksheet 
OC Lock cells 
‘e) Group rows and columns 


'@ Change font color 


9. What does the "IF" function do in Excel? * (5 Points) 
C) Adds up a range of cells 
@ Counts the number of cells that meet a specific condition 


O Performs a logical test and returns one value if the test is true, and another value if 
false 


O Multiplies a range of cells 


10. How can you add a comment to a cell in Excel? * (5 Points) 


O Right-click the cell and choose "Insert Comment" 
‘e) Press Ctrl+C 
€) Use the "Format Painter" tool 


© Double-click the cell 
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11. How much you understood from the session? 


12. How would you rate the overall session? 


GQoOagaqa”a 


13. Any Further Suggestions. 


This content is neither created nor endorsed by Microsoft. The data you submit will be sent to the form owner. 


Microsoft Forms 
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Certification 


(Will be provided to the trainee upon completion) 


Certificate 


OF COMPLETION & 


This certificate is awarded to: 


We give this certificate because Akshit Jindal has participated in 
a Training event about Microsoft Excel and it’s working. 


Precision Infomatics 
[KA Head Trainer 


e 
SS 
a 


A 
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